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Vendor Line Item Display Report FBL1N 
FBL1N can be used to display all transactions to a particular vendor.  
Selection for an agency without limiting the vendor selection causes the 
report to run very slowly.  Vendor selection is recommended. 
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Selecting the Report 
Select the vendor/s that you wish to view.  

1. In this example, the multiple selection feature was used to pull in more 
than one vendor. 

2. Type in the vendors that you wish to display. 
3. Click the “Execute” icon. 

Scroll down to continue the selection process. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

1

2 

3 



Accounts Payable Basics Invoice Verification Process 
Reporting Handbook 

AP Reporting 

  6 

In the “Line item selection” area, the report can be run to display just Open 
items, just Cleared items or All items.  You must select “cleared” and “all” 
items by date. 

4. Choose Normal items and Parked items.  
5. Click the “dynamic selection” icon to specify your business area. 

 
 
  
 
 
 
 
 
 
 
 
 
 
 
 

6. Enter your business area and make any other desired selections.  
Press the enter key on your keyboard. 

7. The report now shows one dynamic selection active. 
8. Execute to continue. 
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Viewing the Report 
A document type of “KR” indicates that the invoice was created from FB60. 
Document type “RE” indicates that the invoice was created from MIRO.   
You can locate errors where document type “KR” (FB60) was used to pay for 
goods/services that were purchased on a purchase order. For example, while 
investigating, you notice that a vendor invoice for $78,000.00 was posted with 
Document type “KR” (FB60).  You know that invoice should have been posted 
for by the transaction (MIRO) because the purchase was done through the 
procurement process. 
This report also has drill-down capability. 
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Double-click a line to view the document that created the line. 
Click the down arrow to view the document that created the next line. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You can keep clicking the down arrow until you have viewed all the 
documents.  
 
 
 

Doc. # 51000178 

Doc. # 51000180 
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ZWARR_DETAIL-Detailed Warrant/ Cash Based Line Item Report  
 
 
 
 
 
 
 
 
This is the report to run to see cash based expenditures.  This means that the 
expenditures are counted when the check is written or the warrant is cut or 
the money is transferred. 
As well as being a line item list of expenditures for budget, this report can also 
be used to list payments to vendors. 
Selecting the Report 
This report has many selection options.  The minimum amount of information 
to be entered for a report is business area and cash date range.  Use the 
other fields to narrow the report selections down as desired. 
Warrant Section: 
Select by Agency, Payment method, Fiscal Year, Warrant Number, 
Encashment date (date the warrant was cashed) and Cash Date (the date of 
payment), or Void Date (the date the warrant was voided). 
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Document section: 
Select by Document type, Reference, Source Document, Payment number, 
Document date, Posting date, or Assignment. 
 

 

 

 

 

 

 

 

 

 

Line section: 
Select by Fund, Funds Center, Commitment item, GL account, Cost center, 
WBS element, or Internal order. 
 

 

 

 

 

 

 

 

 

 

Other section: 
Select by Run ID, Vendor, Vendor city, or Vendor name. 
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Handling Voided Warrants section: 
Select No void Warrants, Void and Normal Warrants together, or Only Voided 
Warrants. 

 
Processing Options section: 
Choose the output as desired—List, Table, Graphs, ABC analysis, Download, 
Save with ID, STANDARD, Word Processing, or Excel. 
 

 

 

 

 

 

 

 

 

When the desired selections have been made, click the Execute button. 
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Viewing the Report 
 
 
 
 
 
 
 
 
 
 
Report lists Payment method, Warrant number, Fiscal Year, Posting Date, 
Agency number Payment number, Vendor account number, Source 
document number, Fund, Funds Center, Commitment Item, and GL Account.  
Scroll over to view more fields. 
 
 
 
 
 
 
 
 
 
 
 
 
You can view Vendor Name, Document type, Document date, Posting date, 
Line amount, Cost Center, WBS Element, and Internal Order.  More display 
fields are available by clicking the layout button. 
 
 
 
 



Accounts Payable Basics Invoice Verification Process 
Reporting Handbook 

AP Reporting 

  13 

 
You may select items from the hidden fields column and move them to the 
displayed fields column to find more information. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Example: 
DHHS Accountants want to view voided warrants and the void reason code 
for fund PWP5500 issued in the first half of FY 2006.  They should make the 
following selection: 
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When the report was executed, AASIS returned the following display: 
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Scrolling over, note that the void date and the voiding reason code ae missing 
from the report.  To add it, click the layout button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Use the left arrow to move the hidden columns to the display and press the 
Enter key. 
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The selected items were moved to the end of the display.  Use the arrows at 
the top of the display to move the columns around.  When the display 
columns are in the order you want, click the green check. 
 
 
 
 
 
 
 
 
 
 
 
 
 
The reason code and void date are now added to the display. 
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Program For Parked Vendor Invoices  ZFI_PARKHELD_RPT 
 
 
 
 
 
 
 
 
 
 
This report will display Parked Vendor Invoices. 
Selecting the Report 

1. Narrow your search.  In this example we entered “ARK” in the 
“Company code” field. 

2. Enter your business area. 
3. Enter the fiscal year. 
4. Document types for invoices are KR for direct and RE for MIRO.  Make 

an entry here or leave this field blank to bring up both types. 
Scroll down to continue. 
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5.  “Vendor Credit balances” will default.  Leave as is. 
Click the Execute button to continue. 
 
 
 
 
 
 
Viewing the Report 
This example shows that there are parked documents.  It shows the user 
name, date and time entered, document number, and Ref. Doc. Number.  The 
posting key “31” = Credit to the vendor and the posting key “40” = Debit to the 
expense.  “H” stands for credit and “S” stands for debit. 
The business area, fund, and funds center are displayed. 
Scroll to the right to continue. 
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You can view the amount, cost center, Internal Order or WBS element 
number, Sp. G/L assignment, vendor number and vendor name. 
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Payment List S_P99_41000099 
This report lists items from a payment run and lets you know whether they 
were paid or not.  It also gives you reasons for non payment. 
1. Enter the payment run date. 
2. De-select proposal run only. 
3. Optionally, you can use the match code to search for the identification 

feature (name of payment run). 
4. Enter ARK in the payment company code. 
5. Click the Selections tab. 
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6. Enter your Business Area and make other selections as desired. 
7. Execute the report. 

 
 
 
 
 
 
 
 
 
 
 
 
 
The report displays a list of items from the payment run selected.  If the item 
was paid, the amount and type of payment is indicated. 
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If the item was not paid, the reason for nonpayment will be indicated, along 
with a code for type of error, if any. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Common Error Codes: 
 
 
 
 
 
 
 
 
 
 

Error code 
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ZVENDBANK Report 
Use this report to find out if a vendor has a bank account and routing data set 
up in AASIS.  Remember that the vendor must have this if you are paying by 
direct deposit. Use ZVENDBANK to find a vendor’s bank account or 
determine the correct vendor if the bank account information is known. 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
The report displays the vendor number, name, address, tax information and 
payment method and bank account number.  If the vendor is set up for direct 
deposit, there would be an “A” in the Pmnt meths column. 
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ZVENDTAXID Report 
Access to this report is limited by security.  This is a custom report that was 
created to allow need-to-know users access to view Tax ID information 
maintained for vendors.   
Use ZVENDTAXID when searching for a vendor and the tax id is known but 
not the vendor number or the tax id is needed but unknown and you have the 
vendor number.  Use also to verify that the selected vendor is the correct one 
on the event there are multiple vendors with the same name. 

1. Be sure VEND or AGEN is the Vendor account group.  
2. Enter at least one other search criteria to limit search.   
Note:  When using Name 1 field, wild character asterisk * may be used.  
Name 1 is a case sensitive field. 
3. Click the Execute button. 
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The report displays the vendor number, name, address, tax information and 
payment method.  
Payment methods:  A – Automatic Payment (Direct Deposit); C – Check 
Payment; W - Warrant 
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Open Item AP Report  ZOPENITEMAP 
 
 
 
 
 
 
 
 
 
 
 
 
 
This report will display all AP items that have been posted but have not been 
paid. 
Selecting the Report 
Narrow your search. 

1. Enter the Document type.  This report will show both direct vendor 
invoices and vendor invoices that are associated with purchase orders. 

2. Enter the fiscal year 
3. Enter your business area 
4. Enter payment method “W” and “A”.  This will display open vendor 

invoices that will pay with a warrant or ACH. 
NOTE: To see open credit memos, the document type will be “KG”.  
 
 
 
 
 
 
 
 
Click the Execute button to continue. 
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Viewing The Report 
You can view the fiscal year, vendor number, payment method, document 
number, MM number, item number, assignment number, posting date, 
document date and entry date.  Scroll to the right to continue viewing. 
 
 
 
 
 
 
 
 
This report shows the Document Type as “RE”, meaning the invoice was 
posted through the MIRO transaction.  You can view the business area, 
amount, baseline date, and payment terms.  You can also view the reason 
code, payment method supplement and payment block (if applicable).  You 
can view the fund, the user name and the G/L account number. 
NOTE:  Look at the “Payment Terms” column and the “Payment Block” 
column to investigate why a vendor invoice has not paid.  If the payment term 
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of the document is NT15 and the current date is less than 15 days from the 
baseline date, the vendor invoice is not ready for payment.  If the document 
shows a payment block the document cannot pay until the block is removed.  
The document may be blocked because of a set tolerance or because the 
document is over $100,000.   
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Actual Budget Report (Y_DEV_80000046) 
This report is used to determine how much budget is available by fund, funds 
center, and commitment item. 
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Selecting the Report 
1. Enter the fund.  (You must enter either a fund or funds center.) 
2. Key date must be a date within the year you are looking at. 
3. Enter the funds center.  (This is optional if you entered a fund.) 
4. Be sure that default Year commitment item equals the fiscal year 

selection.  FY and year commitment item must be the same. 
5. Enter a commitment item if desired. 
6. Agency from/CustFund is an optional field.  You may enter the vendor 

number for your agency here. 
7. The current fiscal year and periods 0 to 13 will select budget for the entire 

year.  You may change this if you want to view a different period or range.  
Period 0 captures original budget loads and carry forward activities. 

8. When all desired selections have been made, execute the report. 
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Viewing the Report 
1. Click the plus signs or the expand icon to expand the report. 
2. Original budgets, budget changes, commitments and expenditures and 

available budget are displayed. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1 

1

The first column indicates 
the fund, funds center, sub 
funds center, commitment 
item category, and 
commitment item. 

The Original 
Budget 
Column lists 
the original 
budget from 
the agency’s 
appropriation 
act.
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Blocks are deferments or 
reductions to budget.  
These are usually used to 
reduce the budget to 
make it equal the amount 
of funding. 

Any other adjustments 
made to the budget will 
appear in the 
adjustment column. 

The Adjusted 
Appropriation is a 
calculated amount 
that nets Original 
Budget, Blocks, and 
Adjustments. 

Commitments are 
outstanding purchase 
requisitions, purchase 
orders, and invoices 
which have not had a 
payment. 

The Expense column 
contains the budget 
expenditures—
amounts of actual 
payments. 
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Available Budget is the net of Adjusted Appropriation, Commitments, and 
Expense. 
Note:  If the all of the columns are not visible on your screen, click the right arrow 
to view the next page. 
 
 
 
 
 
 
 
 
 

Actual Budget Report Drill Down 
To drill down to line items in the budget report, select the amount for which you 
want to view detail.  Select Extras> Line Items from the blue menu bar.  The line 
items making up the amount will be displayed. 
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Note:  There is no line item drill down capability in the Adjustment column.  To 
view budget changes, drill down in the Adjusted Appropriation column. 
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Open Commitment Items (ZCMT) 
You can use the ZCMT report to view commitment line items for the budget.   
Selecting the Report 
Enter Transaction ZCMT in the command field.  There is no menu path. 

1. Enter the Fiscal Year.  
2. To match the line items to the commitments in the actual budget report, 

enter the fund, funds center and commitment item. 
3. Execute the report. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

Viewing the Report 
The report displays line items of outstanding commitments from the Funds 
Management tables. 
 
 
 
 
 
 
 
 

1

2

3 



Accounts Payable Basics Invoice Verification Process 
Reporting Handbook 

FM Reporting 

   37 

Commitment Balances 
The balances of outstanding commitments by fund/funds center/commitment 
item for MM related documents and FI invoices plus any earmarked funds 
documents are equal to the commitment balances on the Y_DEV_80000046 
report. 
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Viewing Commitment Items 
Use transaction code S_KI4_38000036 to get a list of commitment items and 
their assigned GL codes.   
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enter a GL account in the 
Report Objects section to 
find out what commitment 
item it is assigned to. 

Enter a commitment item in 
the Selection  parameters 
section to get a list of the GL 
codes assigned to it. 
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A star in the Tx box indicates the GL Account is tax relevant. 
A star in the Stat CI box indicates that the commitment item is statistical. 
 

GL Account Commitment 
Item 
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Outstanding Warrant Report  ZOSW 
 
 
 
 
 
 
 
 
 

1. Narrow down the selection as desired.  The Fiscal year and payment 
method are required fields.  
Possible payment methods: 

 
 
 
 
 
  
2. You can specify Business Area, Warrant Number, Vendor, Assignment, 

Order, WBS Element, Fund, and Issue date. 
3. When you have made your selections, click the Execute button. 
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The report displays a list of outstanding warrants. 
You can view the warrant number, document number, fiscal year, Payment 
method, print date, Amount, Additional info, Agency, Fund, Funds Center, 
Commitment Item, GL Account number, Cost Center, WBS Element and Internal 
Order numbers.   
Scroll over to see more of the report. 
 
 
 
 
 
 
 
 
 
 
 
You can view payment document number, vendor number and name, reference, 
and assignment number. 
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Trial Balance Y_DEV_80000025 
The trial balance is a report by fund in the Special Purpose Ledger.  It gives 
accounts and balances for a specified period.  It includes the balance sheet 
accounts (assets, liabilities, and fund equity) and also the income statement 
accounts (revenue, expenses, other). 
Items of most interest to Accounts Payable users are the Goods Receipt/ Invoice 
Receipt account, the Vendor accounts payable account, the available cash 
account, accrued use tax, and the asset and expense accounts. 
 
 
 
 
 
 
 
 
 
 
 

1. Select the fiscal year 
2. To bring in the correct balance sheet balances, the period from selection 

should be zero or blank. 
3. The period to selection should be the current period or period 12. 
4. Either select the Business Area in the “or values” field under agency group 

to view all funds for the agency or select the fund that you want to view in 
the “or values” field under Fund group. 

5. Execute the report. 
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The report is displayed. 
1. The cash available to spend balance tells you the amount that you can 

pay out in invoices.  If your invoices will exceed the cash available line, 
AASIS will not pay them. 

2. Fixed asset accounts represent items owned by the fund. 
3. The vendor AP balance tells you the amount of money that has been 

invoiced and is owed to vendors. 
4. The GR/IR clearing balance tells you the amount of goods receipts that 

have not had invoices entered. 
5. The Use tax payable accrual line tells you the amount of money that this 

fund owes in use taxes to DFA-Revenue. 
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6. Scroll down to view the expense items.   These items represent the cost of 
doing business for the fund. 
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The Check Register FCHN 
The Check Register displays all warrants issued by the state.  It isn’t possible to 
narrow the selection by agency.  All items on the check register can be viewed in 
the ZWARR_DETAIL report, which can be selected by agency, fund, cost center, 
etc.  For this reason, the ZWARR_DETAIL is recommended over the Check 
Register. 
 
 
 
 
 
 
 
 
 
Paying Company Code is always ARK. 
If choosing the report for other than payroll, the House Bank is TREAS and 
account ID is TREA1.  Payroll warrants use House Bank TREAP and account ID 
TREA2. 
Click the Further selections tab to continue. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Accounts Payable Basics Invoice Verification Process 
Reporting Handbook 

CM Reporting 

   47 

Use the Further selections tab to narrow down your selection as much as 
possible.  (Remember that you are extracting information for the entire state.) 
 
 
 
 
 
 
 
 
 

After making your selections, execute the report.  
The report displays a list of warrants included in the payment run selected.  To 

narrow the report for your agency, click the filter button.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Accounts Payable Basics Invoice Verification Process 
Reporting Handbook 

CM Reporting 

   48 

Highlight the Business Area selection and use the left facing arrow to move it into 
the filter criteria field. 
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Click the Copy button to confirm Business Area as a Filter criteria. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Enter your Business Area and press the Enter key or click the green check. 
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Only the warrants for the selected business area are displayed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Display Warrant FCH1 
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This transaction allows you to display a single warrant. 
 The company code is always ARK 
The house bank is TREAS 
Enter Account ID TREA1 
Enter the number of the warrant that you wish to view. 
Notes about warrant numbering: 
The first number indicates the last digit of the fiscal year (7=2007) 
The second number indicates the payment method: 
  

Payment Method Description Second Number on Wt 

A ACH 2 

I I/T WARRANT 7 

R I/T ACH 8 

W WARRANT 1 

B 3RD PARTY ACH 6 

D EMPLOYEE ACH 4 

P EMPLOYEE WARRANT 3 

Q 3RD PARTY WARRANT 5 

  
Thus, number 710043255 is a 2007 (first number 7) warrant (second number 1) 
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The report displays the following information: 
The payment document number, the payment date, the amount paid, the 
encashment date, if any, and the identity of the check recipient. 
Click the Check recipient button for more information. 
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The address of the check recipient is displayed.  Click the red X to close this 
screen. 
 
 
 
 
 
 
 
 
 
 
Click the Check issuer button for more information. 
 
 
 
 
 
AASIS displays the run date, identification, payment method, user id, print date 
and time.  Click the red X to close this screen. 
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Click the accompanying docs button to continue. 
 
 
 
 
 
The accompanying docs screen displays the check line items.  You can view the 
vendor, document number, document type, date, amount, currency, clearing 
document number and text. 
 
 
 
 
 
 
 
 
 
Click the back button to return to the Check Information display screen. 
Click the payment document button to view the payment document. 
 
 
 
 
AASIS displays the payment document. 
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Purchase Order Display ME23N 
You use this transaction to display information on a particular purchase order.  
You can view to see if the PO has been approved.  If the PO has any follow-on 
documents you can view the purchase order history. 
 
 
 
 
 
 
 
 
 
 
 

1. Click the other purchase order button to select a purchase order to view. 
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2. Enter the desired purchase order number or click the match code to select 
it. 

3. Click the Other document button. 
 
 
 
 
 
The purchase order has three sections: the header, the item overview, and the 
item detail. 

4. Click the “Expand header” button to continue. 
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Item 
overview 

Item detail
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The release strategy tab shows that agency approval has been activated.  (That 
means it has been released.) 

5. Click the Partners tab to view invoicing information. 
 
 
 
 
 
 
 
f an invoice payment is to be sent to a different vendor than the one on the 
purchase order, that information will be shown on the partners tab. 

6. Click the Texts tab to see if any text information has been entered for the 
purchase order. 
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7. Choose the display line for AP Notification to see if any text has been 
entered for Accounts Payable. 

8. Click the item overview tab to continue. 
 
 
 
 
 
 
 
 
 
 
 
The item overview lists each item, account assignment information material, 
short text, quantity, and price. 

9. Click to open the item detail section. 
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10. Click the drop down button to select a tab.  
 In this example, Purchase order history is selected.  This will show the quantity 
ordered, quantity delivered, and quantity invoiced for the item selected. 
 
 
 
 
 
 
 
 

11. Click the Account assignment tab to continue.   
The Account assignment tab lists cost center, fund, funds center, functional area, 
commitment item, GL account code or asset number. 

12. Click the Conditions tab to continue. 
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You can view taxes, discounts, freight charges, etc. for the line item in the 
conditions tab.  There is also a conditions tab in the header which contains these 
items for the entire purchase order. 

13. Click the invoice tab to continue. 
 
 
 
 
 
 
 
 
 

14. View the tax code for the purchase order on the Invoice tab.  Be sure that 
the tax code on the purchase order matches the one on the invoice. 

15. Click the taxes button to continue. 
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A pop up box displays the applicable tax percentages and amounts. 
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List Display by Vendor ME2L 
 
 
 
 
 
 

1. Enter a vendor number or use the match code to select one. 
2. Enter your purchasing organization. 
3. Make a selection in Scope of list field.  This will determine the display 

layout. 
4. Click the match code to make a selection in the Selection parameters 

field. 
5. Execute the report. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1

2

3
4

Selection 
Parameters 
Options 
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A list of purchasing documents is displayed according to your specifications. 
Double-click a purchasing document from the list to display it. 
You can also select an item from the list and use the buttons at the top to display 
more information about it. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The P O history button displays the number of items received and invoiced. 
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The Changes button displays changes. 
 
 
The Delivery Schedule button displays the delivery date and number of items 
delivered. 
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Display List of GR/IR Balances  MB5S 
This report will let you view a list of your Goods Receipt/Invoice Receipt (GR/IR) 
balances. 
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Selecting the Report 
1. Enter the purchase organization number. 
2. Enter the purchasing group number.    
3. The output can be restricted to documents created in a specific fiscal year 

by entering the first PO created in that fiscal year.  Double click in the 
“Purchasing Document” field and select the symbol “Greater than or equal 
to”. 

4. The checkmark will default into the Final delivery items also.  Do not 
remove. 

5. Click the “execute” icon to continue. 
NOTE:  You can run the report ME2N to locate the first PO number created in the 
fiscal year for your business area.  Run it by PO document date. 
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Viewing the Report 
The list shows purchase orders where Goods Receipt (GR) quantities and 
Invoice Receipt (IR) quantities do not balance.   
You can view the Purchasing Organization, Purchasing Group, Vendor, 
Purchasing Document Number, Item Number, Received Quantity, Quantity 
Invoiced (the IR quantity and amount will be zero if no invoice receipt was posted 
for items received), Unit of Measure, GR Value, Invoice Amount, and Currency. 
This information can be used to determine if errors have occurred in posting 
goods receipts and/or invoice receipts or to determine open purchase orders 
where goods receipts have been posted and agencies are still awaiting the 
vendor invoice. 
You may double click on any PO line to drill into the PO display transaction to 
view purchase order history associated with that line.
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Purchasing Documents per Document Number  ME2N 
Run transaction ME2N to find Purchase Orders with open goods receipts as well 
as open invoices.  This report does not contain account assignment information.  
Use “Dynamic Selection” and “Selection Options” to narrow the search to identify 
all open purchase orders.  ME2N provides drill down capability. 
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Selecting the Report 
1. Enter the Purchasing Organization. 
2. Enter the Purchasing Group. 
3. Place the cursor in the “Selection parameters” box and click the match 

code (drop-down button) to search.  Select “RECHUNG”.  This will 
exclude all PO’s which have been completely receipted and invoiced. 

4. Click the Dynamic Selections Button to continue. 
 
 
 
 
 
 
 
 
 

 
 
 
The report should include purchase orders in which the items have not been 
deleted or the final invoice and delivery complete indicators have not been set.  
To select these fields, open the Purchasing Document item folder.  Click on 
“Deletion indicator”.  Hold down the control key and click on “Delivery completed” 
and “Final invoice”.  (You will have to scroll down to find “Final invoice” and 
“Delivery complete”).  All of these items should be highlighted.  Click on the black 
arrow facing to the right to continue. 
 
 

1 

2 
3 
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Selecting the Report (Continued) 
Place the cursor in the “Deletion indicator” box and double click.  A pop up box 
will appear.  Select “not equal to”, green check, and then type an “L” in the 
“Deletion indicator” box.  This tells the system that you want to see purchase 
orders that have not been deleted. 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Repeat the selection options/not equal to process in the “Delivery completed” 
and “Final invoice” boxes, except this time place an “X” in each box.  This will 
eliminate any PO that has had “Final Invoice” and “Delivery Complete” indicators 
set.  Execute the report to continue. 
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Viewing the Report 
The report will only include current open purchase orders.  Since this is a drill 
down report, you can double click on a purchase order number to view the actual 
document. 
From this report, you can see the status of the POs listed on the report. For 
example, if the purchase order shows that there are no more materials still to be 
delivered but still some to be invoiced, then you should examine the date of the 
purchase order and the date of the receipt.  If sufficient time has passed for the 
vendor to have sent an invoice, then you should check to see if the invoice was 
paid using a direct invoice (FB60).  If no invoice was received then the vendor 
should be contacted to obtain the invoice for the purchase order. 
NOTE:  If the vendor invoice was paid through transaction FB60, you will make 
sure the MM document are deleted, starting with the Goods Receipt, and going 
all the way back to the requisition.   
Reversing a Goods Receipt for an asset will reduce the value of the asset.  If 
reversing due to payment through a FB60, then an expense error correction 
would be needed to restore the value to the asset.  Contact your Asset 
Management Specialist. 
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 “BEST” will default in the “Scope of list” field.  This will bring up the view that is 
on the previous page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If you enter “BEST_ALV” in the “Scope of list” field the display will look as 
follows: 
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Purchase Orders with Open Invoice Report  ZPO_OPEN_INV 
This report lists purchase orders for which goods receipts have been posted with 
no corresponding invoice receipt (MIRO).   Possibly there is no corresponding 
invoice receipt because Transaction FB60 was used by mistake.  This report 
looks at large amounts of data, so users should be specific in making report 
selections (run by cost center, if possible).   
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Selecting the Report 
In this example, search criteria are purchasing organization, cost center and 
commitment item.  Note the other options and the option of searching by range or 
multiple selections. 
Execute to continue.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



Accounts Payable Basics Invoice Verification Process 
Reporting Handbook 

MM Reporting 
 

   76 

Viewing the Report 
This report will display the purchase order and material document numbers, the 
posting date, quantity, amount, business area, cost center, internal order number 
(if applicable) and the functional area.  
Scroll to the right to continue viewing. 
 
 
 
 
 
 
 
 
 
 
This report will also display the asset or sub-asset number (if applicable), fund, 
funds center, commitment item, WBS element (if applicable), G/L code, tracking 
number and requisitioner. 
Remember, you cannot drill down from this report. 
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Purchase Order Vendor Payment Report  ZPOVP 
 
 
 
 
 
 
 
 
 
 
 
This report will assist you in troubleshooting to find mistakenly entered direct 
vendor invoices (FB60) that were intended against purchase orders and should 
have been created with a logistics vendor invoice (MIRO).  
This report can be selected by purchasing organization or vendor.  The report 
displays purchase orders and payments to vendors selected if the vendor 
selected has existing purchase orders.  You will be able to pinpoint potential 
problems for further investigation. 
Selecting the Report 

1. Enter your purchasing organization and business area. 
2. If the Company Code did not default into the report type “ARK” in the 

“Company Code” field. 
3. Enter the desired “Document posting date” range. 

You may also run the report by “Vendor” or “Purchasing Document”.  To narrow 
the search without a specific vendor, use ranges 9990000-9999999 (AGEN) and 
100000000-199999999 (VEND).   

4. Click the “Execute” icon to continue. 
 
  
 
 
 
 



Accounts Payable Basics Invoice Verification Process 
Reporting Handbook 

MM Reporting 
 

   78 

Viewing the Report 
Each vendor is listed on a separate page.  The vendor number and name is at 
the top.  Purchase Orders are listed first, followed by vendor payments.  The 
Purchase Order section has been split into two sub-sections:  Goods Receipt and 
Invoice Receipt. 
The goods receipt is done through the MIGO, and shows the Purchasing 
Organization, Purchase Order Number, date, and amount. 
The invoice receipt is done through MIRO, and also shows the Purchasing 
Organization, purchase Order Number, date, and amount. 
If the amounts of the goods receipt and invoice receipt are not equal, you should 
display the purchase order and make sure the final invoice and delivery complete 
boxes are checked so that the GR/IR account can be cleared and any 
commitments in the budget. 
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Display Asset AS03 
 
 
 
 
 
 
 
 
 
 
 
 
Enter the asset number, or click the match code to search. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Accounts Payable Basics Invoice Verification Process 
Reporting Handbook 

AM Reporting 
 

   81 

Enter part of the description, using asterisks as wild cards, or choose another tab 
to narrow down the search.  Press the Enter key or click the green check. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select the desired asset from the list. 
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The asset number is populated into the field.  Enter a sub-number if applicable 
and company code ARK. 
Click the Master data button. 
 
 
 
 
 
 
 
 
You can display the asset’s master data by clicking each tab.   
The General tab displays the description, quantity, and date of acquisition and 
capitalization. 
Click the Time-dependent tab to continue. 
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The time dependent tab contains information on the cost center and fund to 
which the asset belongs. 
Click the Allocations tab to continue. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Allocations tab contains the class code.  The number beside the class code 
is the expected useful life of the asset.  Click the Origin tab to continue. 
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You can view vendor information (derived from the goods receipt) on the Origin 
tab.  Click the Insurance tab to continue. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click the Deprec areas tab to continue.  
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Each asset has two depreciation areas, modified accrual (Area 1) and full accrual 
(Area 20).  Note the useful life in the full accrual line is the same as the one on 
the allocations tab. 
Click the Asset values button to continue. 
 
 
 
 
 
 
 
 
 
Note the three boxes on the asset values screen.  The main display screen is on 
the right side of the screen.  On the top left is the depreciation areas box.  You 
can click modified accrual or full accrual in this box and the values that you select 
will be displayed on the screen to the right.  Under the depreciation areas is the 
“Objects related to asset” box.  You can drill down on items from this box to get 
more information.  
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You can view either the planned values or the posted values on the display by 
selecting a tab.   
This selection displays planned values for modified accrual depreciation. 
Under modified accrual depreciation, the asset is fully depreciated at acquisition. 
Click on Posted values to continue. 
 
 
 
 
 
 
 
 
 
 
 
 
The posted values for the asset under modified accrual depreciation are 
displayed.  Click Full Accrual in the depreciation areas box to continue. 
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The posted values for the asset under full accrual depreciation are displayed.  
Note the differences in full vs. modified accrual (8.44 vs. 2026.38). 
Click Planned values on the display screen to view planned depreciation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click the comparisons tab to view a net book value calculation. 
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Click modified accrual on the depreciation areas box to view the net book value 
calculation for modified accrual depreciation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Double-click the vendor from the Objects related to asset box. 
AASIS displays the master data for the vendor. 
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You can also select cost center or GL account to view master data.   
Double-click the purchase order to continue. 
 
 
 
 
 
 
 
 
 
AASIS displays the purchase order with the purchase order history tab selected. 
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How to Run a Report in the Background 
If your security role allows it you can run a report in the background.  This can 
save time because you can continue to work in AASIS while the report is running 
in the background.  You can shut your computer down and the report will 
continue to run.  When you run a report in the background the resulting display 
will not have drill-down capability. 
Make your selections in the report selection screen. 
Click Program from the blue menu bar. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select Execute in Background. 
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The Background Print Parameters box will pop up.  Click your mouse in the 
Output Device box, type YPCC and press the Enter key. 

 
Click the Properties button.  The Spool Request Attributes box will pop up.  
Double-click Time of printing under the General attributes folder. 
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Change time of print to Send to SAP Spooler Only for now. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Under Output Options, be sure that “Yes” is selected in the Delete immediately 
after printing field. 
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Double-click the Spool request folder to open it and select the Name field.  
Change the name of the report  so that you’ll be able to recognize it from a list of 
reports. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select the title field and give the report a distinguishing title. 
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Click the box for “Show Selected Parameters on Initial Screen and click the 
green check. 
 
 
 
 
 
 
AASIS returns to the Background Print Parameters box.  Click the green check. 
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The Start time box will pop up.  Click the Immediate button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Immediate start will appear in the Date/Time box.  Click the save button. 
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AASIS returns you to the selection screen for your report, with the message: 
“Background job was scheduled…” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To view the report, click System from the blue menu bar.  Choose “Own Spool 
Requests” from the drop down. 
Note:  If you do not see your job in the “Own Spool Requests” select “Own Jobs” 
to view the status of the job. 
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Select the report that you want to view by clicking the check box in front of it.  
Click the display button (eyeglasses). 
 
 
 
 
 
 
 
 
 
 
The report will be displayed.   
You will only be able to see 10 pages of the report at a time. 
Click the print button to print the report if desired. 
Since this is a display of a printed report, you will not be able to drill down. 
To delete the report, click the delete button (trash can). 
 
 
 
 
 
 
 
 
You’ll get a message that the spool request was deleted. 
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Setting Report Layouts 
The layout is the way the report is displayed.  This includes displayed and hidden 
columns, filters, and subtotals. 
You can set a layout the way you want it in a report, then save it to display the 
report that way every time. 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

To change the 
layout, click here. 

Hidden 
columns 

Displayed 
columns 

Show/Hide 
buttons 
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The layout box will pop up.  This box contains several tabs.  The column tab is 
selected.  The left side shows the headers of the displayed columns and the right 
side shows the headers of the hidden columns.  Use the buttons in the center to 
move columns from hidden to displayed or from displayed to hidden. 
Click the display search icon to locate a column to be hidden. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Search 

Enter part of the name, using 
asterisks as wild cards.  Click 
Enter.

The header 
is found and 
highlighted.  

Click the hide button to hide 
the column in the layout. 
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To search for a 
column to add, click 
the other search icon. 

Enter the search term, 
again using asterisks 
as wild cards, and 
click enter. 

The auxiliary account 
assignment will display 
any other cost object on 
the transactions Click the display 

button to add this 
column to the 
layout. 
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The added column goes to the end of the list.  This means that it will be the last 
column in the display.  You can change the order of the columns displayed by 
clicking on the column and clicking the up and down arrows 
 
 
 
 
 
 
 
 
 
 
 

  This button moves the selected row(s) up one position. 

  This button moves the selected row(s) down one position. 

  This button moves the selected row(s) to the beginning of the display. 

  This button moves the selected row(s) to the end of the display. 
Add or delete a total by selecting or deselecting the aggregation check boxes. 
  
  
  
 
 
 
 
 
 
 
 
 

Aggregation 

Click here to 
change order. 
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The sort order tab allows the addition of subtotals.  Select the column to be 
sorted or subtotaled from the list on the right and move it to the left.  Select the 
checkbox or radio button to sort or subtotal the column. 
 
 
 
 
 
 
 
 
 
 
To filter the report, choose the filter tab and move the item to be filtered to the 
filter criteria box using the left arrow.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Sort 
Subtotal 

With the item selected, 
click the green check. 
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Enter a value or a range.  Only those values entered will be displayed in the 
filtered report. 
 
 
 
 
 
 
 
 
When you click the green check or enter to accept this value, the filtered report 
will display. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click here to go back to 
the layout. 

Click here to 
delete the filter. 
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The display tab allows you to change the way the report is displayed.  You can 
select a checkbox to change the display. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Selecting Excel on the view tab will allow you 
to view the report as an Excel spreadsheet if 
your Excel security enables macros. 

 Click the green check 
to view your new 
l t
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Name the layout . and give it a description.  You must only create user-specific 
variants/layouts.  Be sure user-specific box is selected. 
 
 
 
 
 
 
 
 
 
 
 
Caution:  Please be sure default setting box is not checked unless user-
specific box is also checked. 
 

 AASIS will return a message that the layout . was saved. 
 
 
 

Click the Save Layout 
icon to save the layout. 
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Setting Report Selection Variants 
When you select a report, you may put in the business area, cost center, or other 
information to narrow down the selection.  You can save this information in a 
variant to avoid having to enter it every time you run the report.  When you get 
ready to run the report, you can select your variant and the information will be 
entered for you. 
Enter the information that you would normally use to select the report. 
This example uses the complex dynamic selection needed to display purchasing 
documents that do not have deletion indicator, delivery completed, or final 
invoice set.  Note the 3 active dynamic selections.  A selection has also been 
made for purchasing organization.  
Instead of executing the report as you normally would, click the save button in 
the selection screen. 
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Name the variant and give it a description. 
Click the checkboxes for the items that you want to save. 
Click the save button again. 
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AASIS returns you to the selection screen with the message: 
“Variant saved”. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To retrieve the variant, call up the selection screen and click the get variant 
button. 
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Type in the name of the variant, or search for variants created by you. 
Click the execute button. 
 
 
 
 
 
 
 
The information that you saved as a variant is entered. 
 
 
 
 
 
 
 
 
 
 
Note that the information that you saved is now grayed out and can’t be changed 
while this variant is selected. 
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